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Gordon’s School

Alumni (Gordonian) Officer (part time) – Job description

Reports to: 
The Gordon Foundation Secretary
Hours: 
25 hours per week term time plus 20 days
Salary:
£11,935 per annum (FTE £21,157 p.a.) plus free lunch during term time plus free parking and use of fitness suite facilities
Gordon’s School is seeking to recruit an imaginative and collaborative Alumni (Gordonian) Officer to nurture relationships with its alumni and enable former students to stay connected to the School and with each other. Working within the Development Team, the post holder will be responsible for the day-to-day organisation of all matters relating to Gordonians.  
Key accountabilities

The Alumni Officer is employed by The Gordon Foundation, is a member of the Development Team and is line-managed by the Foundation Secretary (who is also the School Bursar).  The Alumni Officer works in co-operation with an extensive range of Gordon’s staff beyond the Development Team, in particular the Gordon’s Careers Co-ordinator, Marketing and Publicity Officer as well as external stakeholders, including the Gordonian Advisory Panel.

Main Purpose of the Job

To be the first and main point of contact within Gordon’s School for all Gordonian (the School’s alumni) activities. 
Duties and Responsibilities

Relationship Building

· Act as a responsive and welcoming point of contact for Gordonians of all ages on a daily basis
· Develop positive professional relationships with key personnel within the School, including senior students, and among the Gordonian community
· Assist the Foundation Secretary in identifying alumni who are potential influencers and support them by cultivating these relationships
· Assist the Careers Co-ordinator in recording student destinations and identifying alumni who might be able to support careers activities and work experience

· Promote the aims and benefits of Gordonians internally to staff,  current students and their parents
· Support the Gordonian Advisory Panel to fulfil its function and ensure suitable nominations are made for panel positions as necessary 
· Organise and manage the distribution of Gordonian welcome packs to all School leavers
· Act as primary contact for all individual archive and School history related enquiries received by the School
Communications and Database Management

· Provide updates to Gordonians on School and alumni activities, events and achievements
· Prepare and edit the Gordonian Newsletters
· Manage online communications, including the Gordonian pages on the Gordon’s website and the Gordonian engagement platform
· Endeavour to track down Gordonians with whom contact has been lost and follow good data practices when updating alumni records
·  Maintain the Gordonian database, including data maintenance, functionality, usage and supplier liaison, in accordance with GDPR and other relevant data regulations
· In conjunction with the School’s Leadership Team and the Gordonian Advisory Panel, organise the applications, selection and administration of the Gordonian Awards
· Liaising with the Finance Office, monitor and record donations and investment income, providing relevant information to the Gordonian Advisory Panel
Event Organisation 

· Coordinate a full calendar of alumni events and engagement opportunities, focusing on the School’s key ceremonial events, and encouraging attendance at other events such as sports fixtures and year group /House reunions

· Attend and be a visible presence on all major School, Gordonian and Development Office events and occasions

· Work alongside the Careers Coordinator to encourage Gordonians to contribute their time and expertise for networking events, mentoring, work experience and other Career-related activity

Special Factors

There will be an occasional requirement to work evenings and weekends for which time off in lieu will be given.
Person Specification

Experience

· Experience of internal and external relationship building and working with volunteers (Essential)
· Experience of event organisation and management (Essential)

· Experience of working with CRM databases (Desirable)
· Experience in utilising social media channels and mass communication platforms (such as MailChimp) and of using LinkedIn (Desirable)
· Experience in writing features for newsletters and preparing magazine for publication (Desirable)
Skills

· Strong oral and written communication skills

· Accuracy and strong attention to detail

· IT literacy, particularly in Excel, Word and Outlook

· Data manipulation and management

· Excellent time management, organisational and administration skills
Personal Attributes

· Self-motivated and able to work independently and with initiative

· Upbeat and positive attitude with a willingness to be flexible and adopt a hands-on approach

· Possessing drive and resilience as well as sense of humour

· Sympathetic to the values and aims of Gordon’s School as a state boarding school

Gordon’s School is a State Boarding and Day School and is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment – applicants must be willing to undergo appropriate screening including a DBS check.
